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    b.  New applicants, those with current delinquencies beyond
60 days and anyone needing a card reissued due to suspension or
cancellation will need to satisfactorily pass a credit check.
Cardholders must indicate on the application that he/she agrees
to a credit check.  Any employee failing a credit check will
still be eligible to receive a restricted travel card with a
$1,250 credit limitation vice the standard $5,000 limit.

    c.  Use of the card is only for official travel and official
travel-related expenses away from the permanent duty station.

    d.  The current spending limit per billing period for a
standard NationsBank Visa will be as follows:
                 A.  $500 ATM limit *
                 B.  $250 retail limit
Spending limits can be adjusted to meet individual requirements;
however, at no time may an account exceed $5,000 during a billing
cycle.
*  If a cardholder exceeds the established ATM limit, the
transaction may be denied and the card may be retained.

    e.  Personnel serving on long-term temporary duty must
request the APC to notify NationsBank that payment cannot be made
during standard billing cycle due to extended travel
requirements.  Payment must be made within 61 days to avoid late
charges.

    f.  Abuse of the card will result in cancellation of the card
and possible disciplinary action.  Cardholders who are repeatedly
delinquent through their own nonpayment of a legitimate bill from
the contractor will be removed from the card program and issued a
memorandum affirming the cancellation and denial of the card and
ATM privileges.  Failure to pay just debts is a violation of
reference (b) and applies to all DOD employees, civilian and
military.

    g.  Cardholder account statements will be mailed five
business days after the closing of each billing cycle.  For the
Navy, the billing cycle date is the 17th of the month.

    h.  Two types of disputes are recognized:
                 1.  Merchant disputes
                 2.  Billing errors
Cardholders are required to document disputes within 60 days of
statement date.  Cardholder will receive provisional credit.
NationsBank will resolve dispute within 2 billing cycles.
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    i.  Payment is considered past due for any undisputed amounts
45 days after closing date on billing statement.  NationsBank
will begin suspension and notify cardholder 55 days after closing
date.  60 days after date, the card will be suspended.  Notice of
cancellation will be sent out after 120 days, with actual
cancellation occurring 126 days after the closing date.

    j.  Use of split disbursements (direct payment to
NationsBank) is strongly encouraged.

    k.  Cardholders can obtain cash by accessing ATM machines
that display the NationsBank logo and/or Visa logo.  Transactions
will appear on cardholder statement and will include a service
fee of 1.9 percent.  Cardholders should use NationsBank/Bank of
America ATMs to avoid surcharge.  NationsBank is also known as
Community Bank outside of the US.

    l.  Travelers Checks are available for travel on a very
limited basis.  All requests for travelers checks require the
approval of the Office of the Assistant Secretary of the Navy
(Financial Management and Comptroller).

5.  Action.

    a.  Each NAVFACENGCOM commander/commanding officer of an
activity will designate an Activity Program Coordinator (APC) who
will be responsible for the implementation and management of the
activity’s government travel charge card program.

    b.  APCs will:

(1)  establish and maintain the government travel
charge card program in compliance with this instruction,
references (a) and (b), and enclosures (1) and (2) as
appropriate;

(2)  thoroughly brief activity personnel on their
contractual obligations and the procedures for acquisition of
cash advances prior to submission of their applications; (provide
enclosures (1) and (2) to each applicant)

(3)  process card application packages within two
working days of receipt;

(4)  use EAGLS (Electronic Account Government Ledger
System) software to manage activity cardholder accounts;
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RESPONSIBLE USE OF GOVERNMENT TRAVEL CHARGE CARD

A.  Card Eligibility and Usage

    1.  Permanent military and civilian personnel who are likely
to perform temporary duty are eligible to receive the government
travel charge card.

    2.  Cards issued under this program will ONLY be used for
legitimate and allowable expenses incurred in connection with
officially authorized government travel, i.e., temporary
additional duty (TAD), temporary duty (TDY), permanent change of
station (PCS) or local travel.  This includes meals, lodging,
conference/registration fees, car rentals, and other car
expenses.

B.  Use of the Card to Obtain Authorized Advances from ATMs

    1.  All frequent travelers will obtain their travel advances
with their government travel charge cards.  Advances may be
obtained at any ATM world-wide that accepts the government travel
charge card (PIN required).

    2.  Travel advances may be withdrawn from an ATM no more than
5 days before travel begins and cannot be obtained after the last
day of travel.

    3.  ATM withdrawals are limited to the authorized advance
amount shown on the travel order, rounded up as required by the
ATMs, and also limited to the total credit provided per billing
cycle.

    4.  For each advance withdrawn, the contractor will charge a
1.90% transaction fee.  The host may also charge a transaction
fee.  Both fees are reimbursable when included on the travel
claim.  Receipts are not required to support the transaction
fees.

C.  Payment Requirements and Delinquency Policy

    1.  Payment for all charges is due upon the cardholder’s
receipt of the monthly billing statement.

    2.  The collection procedures for delinquent accounts are
summarized below:

Enclosure (1)
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a.  Fifty-five Days Delinquent.  At a minimum, ATM
access is denied automatically by the travel card contractor.
The APC will verify that the travel card- holder was on official
travel and the voucher has been filed.  The APC will notify the
travel card contractor of any  legitimate travel cardholder
delinquency.  This is done in writing within 5 work days of
receipt of the delinquency report.  The APC will prepare a 55-day
delinquent memorandum, attachment (A), and forward it to the
immediate supervisor.  Two delinquencies are justification for
the APC to cancel the travel card.

b.  One Hundred Twenty Days Delinquent.  Travel
cardholders delinquent at the 120-day period will be canceled by
the travel card contractor.  The APC will prepare a 120-day
delinquent memorandum, attachment (B), for the appropriate
activity commander, office director or equivalent.  Travel
cardholders canceled by the travel card contractor at the 120-day
window require director authorization and signature for
reinstatement.  The contractor reserves the right to deny
reinstatement.  Additionally, the card contractor automatically
notifies the cardholder’s credit bureau anytime a canceled
account surpasses 120 days past due with a balance exceeding
$100.  The contractor may initiate garnishment proceedings
against a travel cardholder’s salary, through the judicial
system, for accounts over 120 days delinquent.

c.  The card contractor can immediately cancel an
account and request full reimbursement if the cardholder is
misusing the cash withdrawal services (i.e., withdrawing cash for
personal use) OR the cardholder fails to pay an outstanding
undisputed balance after he/she has been reimbursed by the
government.

d.  The activity, at its discretion, may take adverse
personnel action against the employee for continued occurrences
of delinquent status or card abuses (i.e., non-travel related
charges or overdrawn advances).  Actions include, but are not
limited to, letters of caution, letters of reprimand, days off
without compensation, and even dismissal.

D.  Leaving Headquarters or Field Activity

1.  Personnel (both military and civilian) who are departing
Headquarters or a Field Activity must check out through the
activity’s government travel charge card coordinator.
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2.  Those leaving the Department of the Navy (e.g., transfer
to another agency, resignation or retirement) must surrender
their government travel charge card.  Activity program
coordinators are responsible for canceling these accounts.

3.  Personnel transferring to an activity within the
Department of the Navy will have 60 days in which to transfer
their account to their new Navy activity.  After 60 days, the
losing activity coordinator will notify the government travel
card contractor that the individual is no longer working at
NAVFACENGCOM.  If, after 90 days, the employee has not made
arrangements to have his/her account transferred, the account
will be canceled.

     4.  When personnel transfer between HQ and/or NAVFAC
components, the program coordinator of the losing activity will
notify the program coordinator of the gaining activity to change
the hierarchy codes for the transferring personnel.
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SAMPLE 55-DAY DELINQUENCY MEMORANDUM

MEMORANDUM FOR (Name of Supervisor/Code)

SUBJ:  Delinquent Government Travel Card Payment Notification
       - 55 Days

  I have been informed by the GSA Government Travel Card
contractor that (cardholder’s name) is over 55 days delinquent in
payment of his/her account.  The total amount due is $_________.

(Provide the specific information regarding the delinquent
charges.)

  The Government Travel Card contract requires that all
outstanding charges be paid upon receipt of the monthly billing
statement.  Travel card privileges for this cardholder will be
suspended as of (date), per our contractual agreement, unless
immediate action is taken to resolve this debt.  The cardholder
should be notified of this action and counseled concerning the
use of the Government Travel Charge card. Card-holders on long
term temporary duty are subject to the same policy and are
required to submit vouchers for payment within 30 days of the
closing date of the billing statement and maintain their travel
card account.  Any required deviation must be reported by the
activity APC to the contractor.

  Noncompliance, or failure to adhere to the guidelines for the
Government Travel Card, can result in disciplinary action in
accordance with applicable statutory and regulatory provisions
and with the Multi-Unit Master Agreement for bargaining unit
employees.

  Billing questions may be directed to the card contractor on 1-
800-472-1424.  Program management questions may be directed to
the undersigned on extension _____.

Please have the cardholder sign to acknowledge receipt of this
delinquency notification and return it within 5 working days with
your written response outlining the actions taken.

____________________________ ___________________________
(Signature) Cardholder           (Signature)Agency Program
                                   Coordinator

Attachment (A)
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SAMPLE 120-DAY DELINQUENCY MEMORANDUM

MEMORANDUM FOR THE DIRECTOR/CODE ______________________
VIA:  COMMANDER/COMMANDING OFFICER ____________________

SUBJ:  Cancellation of Government Travel Card - 120 Days
       Delinquent Payment Notification

  The 55 day delinquent notification memoranda, dated ___________
notified the immediate supervisor and the Department Director (or
equivalent manager) of the past due account for cardholder
(name).  It has been brought to my attention that this cardholder
has a delinquent Government Travel Card balance of $_______ which
is over 120 days past due.  He/she has made no payment toward
this debt.  Therefore the account is being canceled immediately
and collection action taken by the card contractor.

(Provide specific information regarding the delinquent account
and any other information known about the individual’s response
to the previous notices of delinquency.)

  Reinstatement of the cardholder’s account will only be
authorized with Commander/Commanding Officer’s approval after the
entire debt is paid.  The card contractor reserves the right to
deny reinstatement. Cardholders who do not properly liquidate
their Government Travel Card debts or who use the card for
personal purposes may also be subject to disciplinary action in
accordance with applicable statutory and regulatory provisions
and the Multi-Unit Master Agreement for bargaining unit
employees.

  Please contact the undersigned on extension _____ should
further questions arise.  Please have the cardholder sign to
acknowledge receipt of this notification and return it within 5
working days with your written response outlining the actions
taken.

____________________________ ___________________________
(Signature) Cardholder           (Signature)Agency Program
                                   Coordinator

Attachment (B)
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Department of Defense - Naval Facilities Engineering Command
STATEMENT OF UNDERSTANDING

GOVERNMENT TRAVEL CARD PROGRAM

  I certify that I have read the attached Department of Defense (DOD)
Government Travel Card policies and procedures.  I understand that the
Government Travel Card Program is designed to improve the management and
control of government travel and thereby promote the efficiency of the Federal
Service.  I also understand that I am authorized to use the card  only for
those necessary and reasonable expenses incurred by me for official travel as
authorized and validated by travel orders.  I will abide by these and other
instructions issued by the DOD and NAVFAC’s Agency Program Coordinator (APC)
for use of the Government Travel Card issued to me for the explicit purpose of
conducting official government travel.

  The above limitation on card usage also applies to automated teller machine
(ATM) withdrawals.  The amount of cash withdrawals may not exceed the amount
stated on the travel orders and may not exceed $500 per billing cycle unless
revised by the APC.  However, I will endeavor to charge expenses to the
account wherever feasible versus cash withdrawals.

  I understand that the issuance of this card to me is an extension of the
employer-employee relationship and that I am being directed specifically to :

 - Abide by all rules and regulations with respect to the card. ____
 - Use the card only for official travel validated by travel orders. ____
 - Pay all my charges upon receipt of the monthly travel card billing. ____
 - Contact the APC immediately if, due to disbursing office process delays,
   I have not received payment by the time the contractor bill is due. ____
 - Notify the APC of any problems with respect to my usage of the card. ____
 - Notify the card contractor and the APC if my card is lost or stolen. ____

(Cardholder applicants must initial all of the above provisions.)

  I also understand that failure on my part to abide by these rules may result
in disciplinary action being taken against me, in accordance with the Multi-
Unit Master Agreement for bargaining unit employees.  I also acknowledge the
right of the card contractor and/or APC to revoke or suspend my card if I fail
to abide by the terms of this agreement or the agreement I have signed with
the travel card contractor.

_____________________________ ________________________
   (Applicant’s Signature)       (Applicant’s Printed Name)

_____________________________       ________________________
Series/Grade/Title Supervisory Authorization

Enclosure (2)












